
DEPARTMENT OF THE ARMY 
HEADQUARTERS, US ARMY ARMOR CENTER AND FORT KNOX 

197 6TH AVENUE, SUITE 112 
FORT KNOX. KENTUCKY 40121-5720 

Expires 30 January 2008 

30 January 2006 

MEMORANDUM FOR 

Commanders, All Units Reporting Directly to This Headquarters 
Commanders, Fort Knox Partners in Excellence 
Directors and Chiefs, Staff OfficesIDepartments, This Headquarters 

SUBJECT: Fort Knox Policy Memo No. 8-06 - Army Career and Alumni Program Requirements 

1. Reference. MlLPER Message No. 02- 156, PERSCOM, TAPC-PDO, 13 May 02, subject: 
Preseparation Cou~lseling Checklist (DD Form 2648). 

2. This memorandum establishes the Fort Knox policy for use of transition time for Soldiers 
leaving the Army. 

3. As Soldiers approach the time of possible separation, informed, intelligent decisions must be 
made as to the best path for individuals to follow. It is important that career information be gleaned 
early from sources such as Retention, In-Service Recruiting, and the Army Career and Alumni 
Program (ACAP). 

4. The ACAP can greatly assist individuals in making sound career decisions such as remaining in 
the service, transferring to US Army National GuardIReserve (ARNGIUSAR), entering progranls 
such as Green to Gold, or seeking private-sector employn~ent. Use of the ACAP will vary 
according to individual needs and the career decision made. Suggested milestones that will aid in 
the transition planning process are at Enclosure 1. 

5 .  I consider it very important that our Soldiers be given ample lead-time and information to allow 
them to make a sound decision concerning reenlistment, ARNGIUSAR transfer, or departure. 
Soldiers who check "Yes" on Block 11A of DD Form 2648, Preseparation Counseling Checltlist 
(Enclosure 2), will be released by commanders to attend the Department of LaborITransition 
Assistailce Program 3-day workshop and briefings in its entirety. 

FOR THE COMMANDER: 

2 Encls MARK D. NEEDHAM 
COL, AR 
Garrison Commander 

DISTRIBUTION: 
A 



Time to ETS or 
Retirement Date 

24 months 

12 months 

8 months 

8-6 months 

6-4 months 

4-3 months 

3 months 

Varies 

2 weeks 

0 weeks 

Career Decision Milestones 

Individuals eligible to retire start the career decision process. Earliest date to 
initiate ACAP program's congressionally mandated Phase I - Preseparation 
Briefing. Topics covered include: VA, Small Business Administration, 
Employment Services, Transition Planning, Finances, and Transportation. 

Commander's retention interview. Earliest date to apply for retirement. ETS 
individuals begin the career decision process and can initiate ACAP's Phase 
I - Preseparation Briefing. 

Individuals who are retiring may attend ACAP's Phase I1 - 3-day Career 
Search Workshop and after completion of workshop may begin ACAP's 
Phase I11 - use of job search tools, career exploration software, resume 
development, and individual counseling appointments. 

First day to reenlist. 

ETS individuals begin congressionally mandated Phase I of ACAP. 
Additionally, ETS individuals must attend an AG pre-transition briefing that 
addresses reenlistment, ARNGIUSAR, permissive transition leave, voluntary 
early separation benefits, early-outs, medical discharges, separation pay, and 
health care options (if applicable). 

In-Service Recruiting (ISR) first contact concerning ARNGIUSAR transfer. 
ISR presents benefits of transferring to the National Guard or Reserves. 

ETS individuals begin ACAP's Phase I1 by attending 3-day Career Search 
Workshop and afterwards may begin ACAP's Phase I11 by scheduling 
individual appointments to use job search tools, career exploration software, 
resume development tools, and individual counseling options. 

Start serious private sector job search by scheduling appointments with 
ACAP counselors using computerized job databases and career research 
software, using internet, and writing resumes/cover letters. 

Last day to reenlist. Begin to utilize transitional leave. 

Retirement clearance papers available based on PTDY and transition leave. 

ETS clearance papers issued. 

ETS datelretirement datelstart of transitional leave. 

Encl 1 to memo, IMSE-KNX-HRM-A, 30 January 2006, subject: Fort Knox Policy Memo No. 8-06 
- Army Career and Alumni Program Requirements 



PRESEPARATION COUNSELING CHECKLIST 
FOR ACTIVE COMPONENT SERVICE MEMBERS 

(Please read Privacy A c t  Statement below before completing this form.) 
~ --- 

SECTION I - PRIVACY ACT STATEMENT 
AUTHORITY: 1 0  USC 11 42, E.O. 9397.  
PRINCIPAL PURPOSE(SI: To record preseparation services and benefits requested by and provided to Service members; t o  identify 
preseparation counseling areas of interest as a basis for development of an lndividual Transition Plan (ITP). The signedpreseparation 
counseling checklist will be maintained in the Service member's official personnel file. Tltle 10, USC 1142, requires that not later than 9 0  days 
before the date of separation, preseparation counseling for Service members be made available. 
ROUTINE USEIS): None. 
DISCLOSURE: Voluntary; however, i t  will not be possible to initiate preseparation services or develop an lndividual Transition Plan (ITP) for a 
Service member if the information is not provided. 

SECTION I1 - PERSONAL INFORMATION (To be  fil led our b y  al l  applicants) 

1 . NAME (Last, First, Middle Initial) 

I 
- - - . -. - 

PREPARED r retirement. Please read the following instructions: I f  voluntarily separat'Fng or retiring and you have less than 9 0  

(YYYYMMDDI days remaining on active duty before your separation or retirement, why  was  your preseparation counseling not 
conducted earlier? Please go to Section V - REMARKS and check the response that best describes the reason 

6 .  ANTICIPATED DATE OF I am (X one) 
SEPARATION (YYYYMMDDI 

Separating Voluntarily 

( NAVY I I 

why preseparation counseling was not conducted earlier. 

SECTION Ill. ALL TRANSlTlONlNG SERVICE MEMBERS MUST READ INSTRUCTIONS. SIGN AND DATE. 

2. SSN 

5. DUTY STATION 4. SERVICE /X one) 

I Separating Involuntarily 

3. GRADE 

- 

7. DATE CHECKLIST I I 7.a. Place an X in this box ONLY if you have less than 9 0  days remaininq on active dutv before separation or 

I I I 

SECTION IV. Please indicate (by checking YES or  NO) whether you (or your spouse if applicable) desire counseling for the following services 
and benefits. All benefits and services checked YES should be used in developing your ITP. The fol lowing services and benefits are available 
t o  all Service members, unless otherwise specified: 

1 1. EMPLOYMENT ASSISTANCE 

ARMY AIR FORCE 

MARINE CORPS COAST GUARD 

a. ltems checked "YES" are mandatory for Service member t o  receive further information or counseling, or attend additional workshops, 
briefings, classes, etc. Service members that check "YES" in Item I I .a. wil l  be released by Commanders t o  attend the appropriate 
workshop, briefing, etc. in its entirety. 

b. Shaded Areas: Areas that are shaded mean ( I )  the information is not applicable or (2)  the information is referring t o  a Web site address 
and the URL requires no explanation. For example: I I .b. is shaded under SPOUSE because DD Form 2586  does not apply to spouses. 
ltems I I . f . ( l )  and (2) are shaded because they refer to  Web site addresses and they require no explanation. 

c. POST GOVERNMENT (MILITARY) SERVICE EMPLOYMENT RESTRICTION COUNSELING (Item 19) :  Service members cannot decline this 
counseling. I t  is required prior t o  separation. Therefore, no blocks exist t o  allow Service members the option o f  checking "YES", "NO", or 
"NA".  Transition/Command Career Counselors shall refer separating and retiring Service members to an installation legal office (Staff 
Judge Advocate or Counsel's Office) t o  ensure they receive a post government (military) employment restrictions briefing or counseling 
from an ethics official. 

d. I was offered preseparation counseling on the above date (Item 7 )  on  m y  transition benefits and services as appropriate. I understand that 
this preseparation counseling is provided to assist my transition process as required by Title 10, USC, Chapter 58, Section 1142.  

e. I have checked those items where I desire further information or counseling. I have also been advised where t o  obtain assistance in 
develo ing an Individual Transition Plan (ITPI. 

f i d a c c e p t  0 decline iX  appropriate block) preseparation counseling. (If you check the "decline" box, you are declining 
preseparation counseling only on  those i tems on  this checklist where you have the option o f  declining.) Sign and date the checklist. 

I a. Dept, of Labor sponsored Transition Assistance Workshops and 
Service sponsored Transition SeminarsIWorkshops 1 / 1 / 1 1  

b. Use of DD Form 2586  (Verification of Military 
Experience and Training) 

(1) Do you want a copy of your Verification of Military 
Experience and Training (VMET) Document? If yes, go to 
http:l/www.dmdc.osd.milivmet t o  print your VMET 
document and cover letter. 

c. DoD Job Search Web site http://www.dod.jobsearch.org 

d.  Transition Bulletin Board (TBB) and Public and Community 
Service Opportunities http://www.dmdc.osd.mil/ot/ 

nitiesITroops to Teachers 

Dl3 FORM 2648, JUN 2005 PREVIOUS EDITION IS OBSOLETE. Page 1 of 3 Pages 

8a. SERVICE MEMBER SIGNATURE 

Encl2 to memo, IMSE-KNX-HRM-A, 30 January 2006, subject: Fort Knox Policy Memo NO. 8-06 
- Army Career and Alumni Program Requirements 

9a. TRANSITION COUNSELOR SIGNATURE b. DATE (YYYYMMDDI b. DATE (YYYYMMDDI 



a. Educat~on benefits (Montgomery GI Bill, Veterans Educational 
Assistance Program, Vietnam-era, etc.) 

SSN PRESEPARATION COUNSELING CHECKLIST 
FOR ACTIVE COMPONENT SERVICE MEMBERS 

SECTION IV (Continued) 

( I )  http://www.gibill.va.gov 

b. Workforce Investment Act  (WIA) 

c. Additional education or training options 

[ I )  Small Business Administration http://www.sba.gov 

d. Licensing, Certification and Apprenticeship lnformation 

(1) Department of Labor http://www.acinet.org 

( 2 )  U.S. Army https://www.cool.army.mil 

(3) U.S. Military Apprenticeship Program 
https://www.cnet.navy.mil/usmap/ 

NAME (Last, First, Middle initial1 

14. HEALTH AND LIFE INSURANCE 

SERVICE MEMBER 

a. Transitional Health Care Benefit - for Eliaibilitv Criteria and 1 I  

SPOUSE 

" 
additional information go to: http://www.tricare.osd.mil or 
http://www.tricare.osd.mil/Factsheets/viewfactsheet.cfm - 

REFERRED TO 

b. Option to purchase 18-month conversion health insurance. I 1 

11. EMPLOYMENT ASSISTANCE (Continued) 

YES 

Concurrent pre-existing condition coverage wi th purchase of 
conversion health insurance. http://www.tricare.osd.mil/chcbp 

N/A NO 

c. Veterans' Group Life Insurance (VGLI) 
http://www.insurance.va.gov 

d. Veterans Centers http://www.va.gov/rcs 

15. FINANCES 

a. Financial Management (TSP, Retirement, SBP) 

b. Separation pay (Eligible Involuntary Separatees) 

YES 

c. Unemployment compensation 

d.  Other f lnanc~al assistance (VA Loans, SBA Loans, and other 
government grants and loans) 

16. RESERVE AFFILIATION 

NO 

17. VETERANS BENEFITS BRIEFING I / I I I I I  

N/A 

1 18. DlSABLED VETERANS BENEFITS I 
a. Disabled Transition Assistance Proaram IDTAP) I I / I I I I  
b .  VA Disability Benefits http:www.va.gov 

19. POST GOVERNMENT (MILITARY) SERVICE EMPLOYMENT RESTRICTION COUNSELING 
lnformation on post government (military) employment counseling (restrictions on employment, imposed by statute and regulat~on) shall 
be conducted by Services as appropriate. Transit~onICommand Career Counselors shall refer separating and retiring Service members to 
an installation legal office (Staff Judge Advocate or Counselor's Office) to  ensure they receive a post government (military) employment 
restrictions briefing or counseling from an ethics official. 

20. INDIVIDUAL TRANSITION PLAN (ITPI 
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MISSION REQUIREMENTS 

PERSONAL REASONS 

MEDICAL SEPARATION 

LEGAL SEPARATION 

CHANGE IN CAREER DECISION 

OTHER (Please provlde a brlef explanallon) 
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